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22 Janusry 1957

"ono for the Record

SUZGEGY: Comments on Proposed R |:| General Separation Actions STA

1, Our records indicate that the following changes in Form No. 21,
Final Payment Cicavance Sheet are desired:

a. The Chief of the Adwinistrative Staff, Office of Loglstics
‘ has suggested thet the certificstion by the emplwee include the
| Tollowving underlined clause:

", .sbelief, 81l Governvent ~ty igsued t0 me has been
f returned or s teen pro r% acCOWLLed TOr 8nd Thas 1 A

IIG"E inﬂ&b‘t&ﬁ;-s em.ti"

b, The Chief of the Audit Siaff hes suggested that the foro
be revised to provide a block to indicate that the ewplovee cannot
e clesre’d For reasons glven in av attachment.

8. The Office of Tersonnel way wish to revise this form simultan-
eously with issuing this revision of R[ | STAT

1/

| | |  STAT
\ Records Fanapement Staff
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ETMTW COST OF MICROFILMING AS COMPARED

70 RECORDS CENTER STORAGE

001

4
7

It 4s estimated thast miorofiiming one {pedraver logal sive

type cnmava
and $164,32 on the flat-bed cameya on the basie m? this eatim

cabinet of documents will cost $93.77 on the rotary

mate, The origimal documenis could be stored im the Records

Center for 43 years and 3 months or 78 years and 6 months, dee

pending on the type of camera that must be used,

Cost Factors:

A, One_f-Draver Safe

Equipment (emortization of $1,712. over § 2,60

10 year peried - use of /4 dsys)

Fﬂﬂ, 8 yeels @ sfu&z 35;36
mbar records prepamtimn - 51 /3 deys L
@ 912,2,, | 65.28
labor, camera operation ~ 4 days @
glit d - v w‘%
L&ba’r, processing costs - £.75 per reel 6,00
%ﬁlm dnepection, indexing - 4 daar
@164'“32 :

(Fﬂ.gurea for the above estimate.were snpplieﬁ bv the BA

Dmawr Miemfﬂming Project)

B, © Onme_4-Draver Sefe - Relary
Bquipment, rontal - 2,66 days © §1.53 ¢ 405
 Filn, 6 resls @ 2,33 13,98
| Latm;r records pwepmtien ~ 2,66 days

e §12,24 32,56
Labop; camera opwation 2,66 days @

812,24, | 32,56
Labor, promasing costs ~ §.75 per reel 4:50
Lawhgnﬁ tnspestion, indexiog - 4 day s

. oL * . ) e ; //
zzxa‘ﬁxeg /
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- Cost FPaotorst (Contid)

O, 8teel shelving « indtfa) vost ¢ 57.50
D, _Stéal shelving - erection _ | : 2.75 |
.. 3%1‘&@9_&“ S e ‘u
F, 8psce rontal por square foot o : «75
G, ‘Twenty square feol for each sottion of

shelving ,

H, 7 file cabinsts of meterial stored per
: section of ehelving

Computation: |
A, $93.77 x T cabinets= 703,27 to £1lm  $703.27

$47.25 (shelving) + $6.60 (box) = §$53,85 33,85
for atorage equipment , '
- %4_9«&2

2648,42 & 515,00 per year space rental = 43 years and
four nmonths thet records can be stored for the coet
of £filming by rotary camera,

B, $164.32 x ' cabinets = §1,232,30 £ilming coat $1,232,30
847.25 (sholving) + 26,60 (boxes = 352,85 for . 53,85

storage equipment. ' ‘
$1,178.45

$1,178.45 & $15,00 per yoar space rental = 78 yoars apd
6 months that records can be stoved for the eogt of
fiiming by flat-bed camera,

© .-
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- One roll of lé-mm, film, which takes up only twelve embic
inches of space, will carry the photographic images of 3,000
letters, or roughly thres-fomrths the comtents of a file drawer.
The condensation ratio is ahout 9911,

But it may be mmeh cheaper and cusier to store the original
records. The cost of preparing, filuing, inspecting, and index-
ing the contents of a four-draver cabinet runs to £80 or more,
For £80 2 company could store the contents of one cabinet in
R.R.M.C.'s low-cost storage equinment for fifty-threc years in
space renting for $1 ver aquare foot, Aside from the fast that
fov records meed to be kept for years on end, microfilaming has
other disadvantages. Micrefilmed files are hard to read and 10
index, and it usually tales much longer to find microfilmed refer-
ences than it does to £ind references in an ordinary paper file,
Also, unlcss certain precautiomary steps are taken, microfilmed
reeords are still questiomable Yegal evidence, '

But the greatest disadvantape of mierefilming files is that
it per etustes manarcnent's habit of keeping old records, Come.
panies that are setting up retontion and disposal nrograms are
at least bezinning to break that habit, The most effective vay
to treak it, however, is to prevent paper work from accumulating
in the first place, ’
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